How to Set up "Signature” in your Outlook Email
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il eees - S—slleTaTaTe 0B Ac G b A signature is a few lines of text that are
S — added automatically to the end of an

outgoing message when it is sent. A
signature can be whatever you want, but it is
mostly used to give contact information
(telephone, address, and so forth). You use
only one signature at a time in a message,
but you can create as many different
signatures as you want.
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To Set up a Signature in your Outlook email client:

1) Go to Tools, Select “Options”

Othar Shartouts. ﬂ
options 2| x|
Preferences | Mail Deliver  Mail Format  paling | Security | other |
Message format
Choose a format For outgoing mail and change advanced settings. 2) Select £ M ai I Format” tab , th en “s i g natu re Picke r”

Send in this message Format: Flain Text

I Use Microsoft Word to edit e-mail messages

Settings... International Options. .. |

Stationery and Fonts

Use stationery to change vour default font and style, change colors,
and add backgrounds ko your messages,

Use this skationery by defaulk: |<None> j

Fonts... | Statiomery Picker. .. |

Signature

Automatically indude your signature ar attach an electronic business
card {vCard) to outgaing messages.

Use this Signature by default: JrT—— -l

¥ Donit use when replying o, forward), Signature Picker ... | |

K I Cancel fipply |




Signature:
Edit... |
Remnye
MNew. ..
Preview:

Unable to preview selecked signature, or no signature selected,

Cancel
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4) Enter a name for your new Signature
— ie (Karen). Then click “Next”.

Edit Signature - [Karen]
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—Signature kext
% This text will be included in outgaing mail messages:

Earen Lo

Customer 3ervices Branch (Code JTC)
Applied Information Technology Division
NAZL Ames Research Center

Phone: (650) EDQ—Zl?d

Email: ELOBmail.arc.nasa.gov

Fant... | Paramrapi. .. | Clear Advanced Edit. .. |

—wCard options

Attach this business card (vCard) to this signature:
|<None> j

Mew wCard From Contack, .. |

3) You are now being taken to the Signature Picker
Window. Click “New” to create a new Signature.
“= | You will then be taken to another window

il Create New Signature
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1. Enter a name For wour new signature;
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2. Choose how ko create wour signature:
% Skark with a blank signature

{~ |Use this existing signature as a kemplate:

IKaren

El
" Use this file as a template:

Erawse. .,
Mexk =
|

Cancel |

5) Type in your desired information. (le —
"name", "title", "NASA Ames Research
Center", "Mail Stop xxx-x", "Moffett Field, CA
94035", "phone”). Upon completion, press
“OK”.




To Select your Signature

Options 2=l
PreFerencasI Mail Delivery  Mail Format |Spe|ling| Securityl Otherl 6) You may Create as many Slgnatu res as you
S like, but you may only have use one signature at

Choose a format for outgoing mai and change advanced settings.

Send in this message Format: IPIain Text j

time. Use the drop down menu to select your
desired signature. Press “OK”.

[ Use Microsoft Word to edit e-mail messages

Settings. .. | International Options. .. |
stationery and Fonts 7) This Signature will automatically appear in the
A e e end of your Outgoing messages.
Usg this stationery by default: |<N0ne> j
Fants... | Statiomery. Picker. .. |

Sigriature

Automatically include your signature or attach an electronic business
card {wCard) to outgaoing messages.

Use this Signature by default: [ -|

ez dien esiag fb
! Intitled

— |
OF I Cancel | Apply |




